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R E C O R D S R E T E N T I O N A N D D I S P O S A L S C H E D U L E 

AGENCY: Office of Central Services DIVISION: Risk Management 

Item No. Description Retention 

1. 

SUPERCEDES SCHEDULE C-906 dated 11/9/99 

General Correspondence 
Original incoming letters, copies of outgoing letters, 
memoranda, studies, staff-meeting minutes, reports, 
directives, policies and other material related to the 
administration of the division. 

General Accounting Records 
Records, our office copies of commitments, direct payments, 
purchase orders, requisitions, and goods received 
memoranda, travel and expense reports, mileage reports, 
cash receipts and tuition reimbursements. 

Special Accounting Records 

Audit reports (internal and external, financial or program). 

Personnel Files 
Files contain information on current and past employees. 
A. Files may contain, but are not limited to copies of 

employment applications, annual performance reviews, 
reprimands and disciplinary actions, awards, doctor slips, 
accident reports, resumes, etc. 

B. Reclassifications 

Retain for 1 year, then screen 
annually and destroy any material 
no longer needed for current 
business with the following 
exception: Transfer to the Maryland 
State Archive for permanent 
retention any material that serves 
to document the origin, 
development, and accomplishments 
of the office and has continuing 
administrative, fiscal, legal, or 
historical value 

Retain for four (4) years then 
destroy. 

Retain for (4) years, then transfer to 
the Maryland State Archives. 

Retain for three (3) years after 
termination then destroy. 

Retain for three (3) years after 
reclassification decision is rendered 
then destroy. 

Schedule Approved by Agency or Division Representative 

4 / 7 / / 1 /<Oti 
Date Signature 

Schedule Approved by Records Management Officer 

Date Signature 

Schedule Approved by 
State Archivist 

Date Signature 

DGS 550-2 (AAC) 



ANNE 
ARUNDEL 
COUNTY 

OFFICE OF CENTRAL SERVICES 

M A R Y L A N D 
Records Management Division 

Schedule No. 

C-1399 
Page No. 

2 Of 

R E C O R D S R E T E N T I O N A N D D I S P O S A L S C H E D U L E 
(Continuation Sheet) 

AGENCY: Office of Central Services DIVISION: Risk Management 

Item No. Description Retention 

Interviews 
Files contain completed questionnaires, resumes, position 
announcement, interview schedule and interview questions. 

Payroll 

A. Time sheets and leave request forms 

B. Leave Reports 

C. Payroll Registers 

Safety 
Records related to the safety risk management functions of 
the division under the following subject titles. 

A. Safety General - Correspondence information, research 
or special programs, procedures and policies. 

B. Inspections, Complaints and Investigation Files - Files 
contain case history of safety inspections and 
investigations conducted as well as complaints handled. 

Retain for three (3) years then 
destroy. 

Retain for three (3) years then 
destroy. 

Retain for sixty (60) days then 
destroy. 

Retain for two (2) pay periods then 
destroy. 

Retain for one (1) year, then screen 
annually and destroy any material 
no longer needed for current 
business with the following 
exception: Transfer to the Maryland 
State Archive for permanent 
retention any material that serves 
to document the origin, 
development, and accomplishments 
of the office and has continuing 
administrative, fiscal, legal, or 
historical value. If material is 
scanned, all scans must be done in 
accordance with Maryland State 
Archives standards and paper will 
be destroyed and images will follow 
the above retention requirements. 

Retain for three (3) years, then 
screen annually and destroy any 
material no longer needed for 
current business. 
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RECORDS RETENTION AND DISPOSAL S C H E D U L E 
(Continuation Sheet) 

AGENCY: Office of Central Services DIVISION: Risk Management 

Item No. Description Retention 

8. 

C. Hazardous and Toxic Substances Files (Maryland 
Occupational Safety and Health - MOSH) - Files contain 
information concerning manufacturers Safety Data 
Sheets (SDS), employers generated chemical lists with 
SDS attached and information distributed to employees 
to make them aware of where chemicals are used and 
protection to be used when working with these 
chemicals. 

D. Occupational Safety and Health Administration (OSHA) 
Files contain information on safety violations, personal 
injury, and general safety for Bureau of Labor Statistics 
(State and Federal agencies). 

E. Maryland Occupational Safety Health Files (MOSH) 
contain information on safety violations, personal injury, 
and general safety for Bureau of Labor Statistics (State 
and Federal agencies). 

F. Training Files - Files contain attendance records, course 
descriptions and dates given. 

Self-Insurance Fund 
Records related to the self-insuring functions of the division 
under the following subject titles 

A. Self-Insurance Fund Committee - Consists of required 
Self-Insurance Fund Committee meetings, minutes and 
related supporting legal, policy, directives and general 
correspondence. 

B. Workers' Compensation Files 

Open & active Workers' Compensation claim files 

Closed Workers' Compensation claim files 

Retain for forty (40) years then 
destroy. 

Retain OSHA records for five (5) 
years then destroy. 

Retain MOSH records for three (3) 
years then destroy. 

Retain files for three years from 
class date then destroy. 

Permanent. Retain for 50 years, 
then transfer to the Maryland 
States Archives for permanent 
retention. If scanned, scan paper in 
accordance with Maryland State . 
Archives standards, destroy paper 
and transfer images to the 
Maryland State Archives. 

Retain until file can be placed in 
closed files. 

Retain for forty (40) years then 
destroy. 
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R E C O R D S R E T E N T I O N A N D D I S P O S A L S C H E D U L E 
(Continuation Sheet) 

AGENCY: Office of Central Services DIVISION: Risk Management 

Item No. Description Retention 

C. General Liability Files 

Open and active Liability claims against the Self-
Insurance Fund other than auto. 

Closed General Liability files 

D. Automobile Liability and Comprehensive/Collision Files 

Open and active vehicle liability, collision or 
comprehensive claims 

Closed Auto files 

E. Miscellaneous Claims - Contains claims against the 
County that are not contained in 7.C & D. 

Retain until file can be placed in 
closed files. 

Retain for five (5) years then 
destroy. If minor involved, retain for 
5 years past 18 t h birthday, then 
destroy. 

Retain until file can be placed in 
closed files. 

Retain for five (5) years then 
destroy. If minor involved, retain for 
5 years past 18 t h birthday, then 
destroy. 

Maintain for five (5) years after 
occurrence date then destroy. 

Litigation Hold: When litigation of a particular matter 
commences , or is reasonably anticipated, the Office of 
Law will institute a litigation hold to persons involved 
in the case. The litigation hold is a memorandum 
direct ing that information relevant to the l it igation, 
including electronically stored information, must be 
preserved and not destroyed. The details of what is 
required will be addressed in the l i t igation hold 
memorandum. It is imperative that all recipients 
adhere to the directions of the l it igation hold, even if it 
is contrary to the directives of this retention policy. 
Questions regarding how to adhere to the instructions 
in the l it igation hold can be addressed with the Office 
of Law and/or Office of Information Technology. The 
Office of Law will notify individuals when they are no 
longer subject to the l i t igation hold. 

DGS 550-2 (AAC) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE i OF 9 ^ 

1. Department/Agency 

Central Services/Risk Management 

2. Division 

Insurance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

General Correspondence 
5. Earliest Year/Latest Year 

201 b to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Original incoming letters, copies of outgoing letters, memoranda, studies, staff meeting minutes, reports, directives, policies and other 

material related to the administration of the division. 

7. Record Series Formal(s) List all 

^ L e t t e r Si2e • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

Q Other (specify) 

6. Record Series Sequence 

^ A l p h a b e t i c a l 

O Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

2 

Number 

0 F i ! e Drawerfs) 

D Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 

Number 

B"Flle Drawerfs) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

• Other (specify), 

11 . File Is Used 

• Dally • Weekly 'Monthly • Annually 

12. File Becomes Inactive After 

1 

Number • Month(s) 5TYear(s) 

13. Current Location(s) (Bldg., Floor, Room) 

2660 RJva Road. 3 " Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes B'No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes E^No 
16. Audit Requirements 

E f N o n e • State • Federal • Independent 

17. Is an Index Systafn used? If yes, explain briefly and describe requirements 

• Yes • No 
18. Recommended Retention 

Retain for 1 year, then screen annually and destroy any material no 

longer needed for current business with the following exception: 

Transfer to the Maryland State Archive for permanent retention any 

material that serves to document the origin, development, and 

accomplishments of the office and has continuing administrative, fiscal, 

legal, or historical value. 

19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date 

07/20/17 

• G S 5504 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE OF 9 ^ 

1. Department/Agency 

Central Services/Risk Management 

2. Division 

Insurance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

General Accounting Records 

5. Earliest Year/Latest Year 

20l4*to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Records, our office copies of commitments, direct payments, purchase orders, requisitions, and goods received memoranda, travel and 

expense reports, mileage reports, cash receipts and tuition reimbursements. 

7. Record Series ForniBt(s) List all 

fg /LetterSIze • Microfilm 

0 Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

• Ottmr (unncfM 

8. Record Series Sequence 

^ A l p h a b e t i c a l 

• Numerical 

(^Chronological 

O Geographical 

9. Volume 

4-
Number 

U^Fi le Drawer(s) 

Q Microfilm Reel(s) 

• Computer Tape(s) 

I -) Othnr (sperffy) 

7. Record Series ForniBt(s) List all 

fg /LetterSIze • Microfilm 

0 Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

• Ottmr (unncfM • Other (specify) 

10. Annual Accumulation 

Number 

ETRIB Drawerls) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

1 1 . File Is Used 

• Daily • Weekly ^ M o n t h l y • Annually 

12. File Becomes Inactive After 

4 

Number • Month(s) H'Vearfs) 

13. Current Locatlon(s) (Bldg., Floor, Room) 

2660 Riva Road, 3 * Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes Of No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes 0 No 

16. Audit Requirements 

0 None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes Q No 
18. Recommended Retention 

Retain for four (4) years then destroy. 

19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date 

7/20/17 

DGS 55CM (Rev. 1/93) 



INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH . 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
C O M A R 14.18.02 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page "& of £ 0 

1 DEPARTMENT/AGENCY 

Central Services /Risk Management 

2 DIVISION 

Insurance 

3 UNIT 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 
and disposition purposes 

4 ELECTRONIC RECORD SERIES TITLE 
General Accounting Records 

5 EARLIEST YEAR/LATEST YEAR 

2013 TO Present 

6 INPUT - Identify source of information to be entered 
Financial information 

7 OUTPUT - Identify the use/s of information generated by system 
Reconcile of credit card statements, receipts, purchases, and 
travel and mileage reports. 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briel 
Con 

Commitments, direct payments, purchase orders, travel and € 

fly describe the information/documents/forms 
tained in a series. Include purpose and function of the system. 
ixpense reports, mileage reports and cash receipts. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 
Accessed by Risk Management personnel 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Update as needed. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
Ensure the record's retention and usability throughout the record's authorized life cycle. 

Stored on our network - J Drive 

12 RECOMMENDED RETENTION 

4 years then destroy 
13 TYPED OR PRINTED NAME OF 

PREPARER 
Helen Cosner 

14 TELEPHONE NUMBER 
410-222-7633 

15 DATE 
7/20/17 

16 TITLE OF PREPARER 

OSAII 

DGS 550-6 (rev. 10/12) 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
C O M A R 14.18.02 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
C O M A R 14.18.02 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 

3A 2 0 
Page of 

1 DEPARTMENT/AGENCY 
Central Services/Risk Management 

2 DIVISION 
Insurance 

3 UNIT 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 
and disposition purposes . , 

4 ELECTRONIC RECORD SERIES TITLE 

Special Accounting Records 

5 EARLIEST YEAR/LATEST YEAR 

2015 Present 
TO 

6 INPUT - Identify source of information to be entered 

Audit reports 

7 OUTPUT - Identify the use/s of information generated by system 

Evaluate financial or program processes 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

Audit reports (internal and external, financial or program) 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 

Information will be kept as view only on shared drive. 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Update when audit report is complete. Information will not be revised; amendments or addenda can be added 
to ensure thorough documentation. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

Stored on network - shared J Drive 

12 RECOMMENDED RETENTION 
4 years then destroy 

13 TYPED OR PRINTED NAME OF 
PREPARER 

Nicole Liening 

14 TELEPHONE NUMBER 

410-222-1591 

15 DATE 
4/10/2019 

16 TITLE OF PREPARER 

Manager, Safety and Insurance 

DGS 550-6 (rev. 10/12) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-769-1930 

AGENCY RECORDS INVENTORY 

1. Department/Agency 

Central Services/Risk Management 

2. Division 

Insurance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4A. Record Series Title 

Personnel Files 

5. Earliest Year/Latest Year 

2012 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Files may contain, but are not limited to copies of employment applications, annual performance reviews, reprimands and disciplinary actions, 

awards, doctor slips, accident reports, resumes, etc. 

7. Record Series Formats) List all 8. Record Series Sequence 9. Volume 

0 / L e t t e r Size Q Microfilm Q^lphabetical 

4 

Number 

-• Legal Size • Computer Tape • Numerical [jg File Drawees) 

[p^hronologlcal 

• Microfilm Reel(s) 

Q Audio T a p e • Floppy Disk [p^hronologlcal • Computer Tape(s) 

l~l Othnr ttnndM 

• Bound Book O Video Tape l~l Geographical 

10. Annual Accumulation 

PI Other isnedfv) • Other (specify) 1 / 4 -
Number 

EfFiie'Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

I~| Other ifipeeifv! 

1 1 . File is Used 

• Dally • Weekly Q/M( Monthly • Annually 

12. File Becomes Inactive After 

Number • Month(s) 0 Y e a r ( s ) 

13. Current Location(s) (BIdg., Floor, Room) 

2660 Rrva Road, 3 " Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes EfNo 

15. Access Restrictions (If Yes, cite Lawts) & Regulation(s) 

• Yes 0 N o 

16. Audit Requirements 

ByNone O State 0 Federal • Independent 

17. Is an Index System) i 

• Yes 0 No 

used? If yes, explain briefly and describe requirements 18. Recommended Retention 

Retain for three (3) years after termination then destroy. 

19. Name and Title of Preparer 

Helen Cosner, OSA II 

20. Telephone Number 21. Date 

410-222-7630 7/20/17 

DGS 550-4 (Rev. 1/83) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE ^ OF 

1. Department/Agency 

Central Services/Risk Management 

2. Division 

Insurance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4B. Record Series Title 

Personnel Files - Reclassifications * ^ 

5. Earliest Year/Latest Year 

2014-to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Files may contain, but are not limited to copies of employment applications, annual performance reviews, reprimands and disciplinary actions, 

awards, doctor slips, accident reports, resumes, etc. 

7. Record Series Format(s) List ell 

Q 'Letter Size • Microfilm 

1*1 Legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

PI Bound Book • Video Tape 

• Othw (spficm/i 

8. Record Series Sequence 

S^Cphabetical 

• Numerical 

•"Chronological 

Q Geographical 

• Other (specify) 

9. Volume 

1 
Number 

OST̂ ite Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(6) 

|~1 Other (BDeciM 

7. Record Series Format(s) List ell 

Q 'Letter Size • Microfilm 

1*1 Legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

PI Bound Book • Video Tape 

• Othw (spficm/i 

8. Record Series Sequence 

S^Cphabetical 

• Numerical 

•"Chronological 

Q Geographical 

• Other (specify) 

10. Annual Accumulation 

1 

Number 

File Drawees) 

Q Microfilm Reel(s) 

• Computer Tape(s) 

0 O t h e r f s p e c r f v ) f^lLfe- YT&LOPJZ. 

10. Annual Accumulation 

1 

Number 

File Drawees) 

Q Microfilm Reel(s) 

• Computer Tape(s) 

0 O t h e r f s p e c r f v ) f^lLfe- YT&LOPJZ. 

1 1 . File is Used 

• Daily • Weekly B^Monthly • Annually 

12. File Becomes Inactive After 

3 

Number • Month(s) D * e 3 f { $ ) 

13. Current Location(s) (Bldg., Floor. Room) 

2660 Riva Road, 3 " Floor 

14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.) 

• Yes EJfSo 

15. Access Restrictions^If Yes. cite Law(s) & Regulation(s) 

• Yes 0 ^ 0 

16. Audit Requirements 

Hftfone • State • Federal • Independent 

17. Is en Index Systerpused? If yes, explain briefly end describe requirements 

• Yea f j 'No 
18. Recommended Retention 

Retain for three (3) years after decision is rendered then destroy. 

19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date 

7/20/17 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-798-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-798-1930 

PAGE If? OF 

1. Department/Agency 

Central Services/Risk Management 

2. Division 

Insurance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title Self Insurance Fund 

Interviews 

5. Earliest Year/Latest Year 

2013 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Files contain completed questionnaires, resumes, position announcement, interview schedule and interview questions 

7. Record Series Format(s) List alt 

0 Letter Size • Microfilm 

• Legal Size • Computer Taps 

• Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

f j Other (Gpedfy) 

8. Record Series Sequence 

^Alphabetical 

rVr^umerlcal 

• Chronological 

l~l Geographical 

• Other (specify) 

9. Volume 

.1 
Number 

Effte Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 

Number 

File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

E ' o ther fcnac lM f M U f c rOlX>€-&~ 

1 1 . File Is Used 

• Dally • Weekly QUrfonthly • Annually 

12. File Becomes Inactive After 

Number • Month(s) 0TYear (s ) 

13. Current LocaBon(s) (Bldg., Floor, Room) 

2660 Riva Road, 3"» Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes Qf to 

15. Access RestrictionsjlfYes, cite Law(s) &Regulatton(s) 

• Yes Ofto 
16. Audit Requirements 

tfone • State • Federal • Independent 

17. Is an Index Systemysed? If yes, explain briefly and describe requirements 

• Yes • ' N o 
18. Recommended Retention 

Retain for three (3) years then destroy 

19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date 

7/20/17 

DGS S50-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1830 

AGENCY RECORDS INVENTORY 

i OF a o PAGE 1 OF 

1. Department/Agency 

Central Services/Risk Management 

2. Division 

Insurance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Payroll & / \ 
5. Earliest Year/Latest Year 

2014-to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 
series.) A. Time sheets and leave request forms 

7. Record Series Format(s) List all 

J" n 

fja Letter Size • Microfilm 

• Legal Size D Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book D Video Tape 

• Other (specify) 

8. Record Series Sequence 

rfl^lphabetleal 

• Numerical 

B'Chronologlcal 

• Geographical 

Q Other (specify) 

° Volume 

Number 

rile Drawer(s) 

• Microfilm Reel(s) 

f~l Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

It* 
Number 

E f F i l e Drawees) 

• Microfilm Reel(s) 

|~l Computer Tape(s) 

• Other (specify) • 

11 . File is Used 

• Daily S W e e l eekly • Monthly • Annually 

12. File Becomes Inactive After 

3 

Number • Month(s) EjYear(s) 

13. Current Location(s) (Bldg., Floor, Room) 

2660 Riva Road, 3 " Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes 0 ^ o 

15. Access Restrictionsjtf Yes, cite Law(s) & Regulation(s). 

• Yes Q / N o 

16. Audit Requirements 

H'ftone • State • Federal • Independent 

17. Is an Index Systen/used? If yes, explain briefly and describe requirements 

• Yes L ^ N o 
18. Recommended Retention 

Retain for three (3) years then destroy. 

19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date 

7/20/17 

OGS 5SO-4 (Rev. 1/93) 

1 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

% OF 9 o 

•1. Department/Agency 

Central Services/Risk Management 

2. Division 

Insurance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Payroll d 

5. Earliest Year/Latest Year 

2018 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) B. Leave Reports 

7. Record Series Formats) List all 

• U t t e r Size • Microfilm 

8. Record Series Sequence 

[^Alphabetical 

9. Volume 

1 

Number 

• Legal Size • Computer Tape 

Q Audio Tape • F^PPy Disk 

| ~ | Bound Book • Video Tape 

• Numerical 

r = ^ 
t3 Chronological 

• Geographical 

Htl le Drawer's) 

• Microfilm Reel(s) 

• Computer Tape(s) 

f~| Othnr Isoficify) 

r~l Other fsrjeciM • Other (specify) 

10. Annual Accumulation 

1 

Number 

• File Ctawer(s) 

• Microfilm Reel(s) 

• computer Tape(s) 

Bother (specify) Folders 

1 1 . File Is Used 

s 
1 2 File Becomes Inactive After 
9 

• Daily 0 ' W e e k l y • Monthly Q Annually 

C 

Number • Month(s) • Year(s) 

13. Current Location^) (Bldg., Floor, Room) 

2660 FUva Road, 3"> Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes Effio 

15. Access ResWctlon/f l f Yes . cite Law(s) & Regutation(s) 

• Yes CfNo 
16. Audit Requirements 

B 'None • state • Federal • Independent 

17. Is an Index Systepf used? If yes, explain briefly and describe requirements 

• Yes L j N o 
18. Recommended Retention 

Retain for sixty (60) days then destroy. 

19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date 

7/20/17 

DCS S50-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

.7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE 

1. Department/Agency 

Central Services/Risk Management 

2. Division 

Insurance 

3. Unit 

DEFINITION: RECORD.SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

' 4. Record Series Title 

Payroll ^ C 

5. Earliest Year/Latest Year 

201fcto Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) C. Payroll Registers 

7. Record Series Formal(s) List all 

• b e t t e r Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

|~1 Bound Book • Video Tape 

• Other (specltV) 

8. Record Series Sequence 

[^'Alphabetical 

• Numerical 

H^hronological 

1 1 Geographical 

• Other (specify) 

9. Volume 

1 

Number 

Q*Flle Drawer(s) 

• Microfilm Reel(s) 

f~| Computer Tape(s) 

| ~ | Oiner Mnadhri 

7. Record Series Formal(s) List all 

• b e t t e r Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

|~1 Bound Book • Video Tape 

• Other (specltV) 

8. Record Series Sequence 

[^'Alphabetical 

• Numerical 

H^hronological 

1 1 Geographical 

• Other (specify) 

10. Annual Accumulation 

1 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

Bother (specify) Folder 

11. File is Used 

• Dally • Weekly B^Monthly • Annually 

12. File Becomes Inactive After 

2 

Number D-Monthfe) • Y e a r ' s ) 

13. Current Location(s) (Bldg., Floor, Room) 

2680 Rlva Road, 3 * Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 
• Yes BfJo 

15. Access Restrictions (I I Yes, cite Law(s) & Regulation(s) 

• Yes Ĥ 3o 
18. Audit Requirements 

B^one • State • Federal • Independent 

17. Is an Index Systernused? If yes. explain briefly and describe requirements 

• Yes G2lCo 
18. Recommended Retention 

Retain for two (2) pay periods then destroy. 

19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date 

7/20/17 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE \ ^ OF ^ ^ 

1. Department/Agency 

Central Services/Risk Management 

2. Division 

Safety 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title Safety 

A Safety General 

5. Earliest Year/Latest Year 

1977 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Records related to the safety risk management functions of the division under the following subject titles: Safety General - Correspondence 

information, research, or special programs, procedures and policies. 

7. Record Series Format's) List all 

[ ^ L e t t e r Size Q Microfilm 

8. Record Series Sequence 

[Q^lpnabetlcal 

9 . Volume 

2 

Number 

• Legal Size • Computer Tape 

• Audio Tape D Floppy Disk 

• Bound Book • Video Tape 

• Numerical 

• Chronological 

• Geographical 

H F i l e Drawer's) 

• Microfilm Reel(s) 

• Computer Tape(s) 

I - ! Other ( s n a r i M 

• Other ( R n e r f f y ) • Other (specify) 

10. Annual Accumulation 

Number 

H'file Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• O m e ' (specify) 

11. ,Fl le isUsed 

• Dally • W e e k l y OB^Monthly • Annually 

12. File Becomes Inactive After 

1 

Number • Month(s) (E^earfs) 

13. Current Location(s) (Bldg., Floor, Room) 

2680 Riva Road, 3"1 Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes B^o 

15. Access RestrlctJons.(lf Ves, cite Law(s) & Regulation(s) 

• Yes f ^ N o 

16. Audit Requirements 

E f N o n e • State • Federal • Independent 

17. Is an Index Syste/n used? If yes. explain briefly and describe requirements 

• Yes f5j No 
18. Recommended Retention 

R e t a i n for o n e (1) yea r , then s c r e e n annua l l y a n d destroy a n y m a t e r i a l n o longer 

needed for current business wi th the fol lowing excep t ion : T r a n s f e r to the M a r y l a n d 

S t a t e Arch ive for p e r m a n e n t retent ion a n y mater ia l that s e r v e s to d o c u m e n t the 

origin, d e v e l o p m e n t , a n d a c c o m p l i s h m e n t s of the office a n d h a s cont inuing 

admin is t ra t ive , f iscal , l ega l , or historical v a l u e . If mater ia l is s c a n n e d , all s c a n s 

m u s t b e d o n e in a c c o r d a n c e wi th M a r y l a n d S t a t e A r c h i v e s s t a n d a r d s a n d p a p e r 

will b e d e s t r o y e d a n d i m a g e s will fo l low the a b o v e retent ion requ i rements . 

19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date 

7/20/17 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE 

1. Department/Agency 

Central Services/Risk Management 

2. Division 

Safety 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title Safety 

B. Inspections, Complaints and investigation Files ~J$> 
5. Earliest Year/Latest Year 

2013 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the. 

series.) Files contain case history of safety inspections and investigations conducted as well as complaints handled. 

7. Record Series Formatfs) List ell 

Q 'Let terS lze • Microfilm 

n Legal Size Q Computer Tape 

• Audio T a p e Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• 'A lphabe t i ca l 

• Numerical 

• Chronological 

f™l Geographical 

• Other (specify) 

9 . Volume 

4 

Number 

Q^File Drawees) 

• Microfilm Reel(s) 

• Computer Tapefs) 

f~| Other (SDecifv) 

7. Record Series Formatfs) List ell 

Q 'Let terS lze • Microfilm 

n Legal Size Q Computer Tape 

• Audio T a p e Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• 'A lphabe t i ca l 

• Numerical 

• Chronological 

f™l Geographical 

• Other (specify) 

10. Annual Accumulation 

1 

Number 

Q'Flle Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

PI Other fsoecHvt 

1 1 . File is Used 

• Daily • Weekly Q^Monthly • Annually 

12. File Becomes Inactive After 

Number • Month(s) Q ^ e a r j s ) 

13. Current Location(s) (Bldg., Floor, Room) 

2 6 8 0 Rlva Road, 3«< Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes CB^Jo 

15. Access Restrictions (If Yes, cite Law's) & Regulatton(s) 

• Yes EfNo 
i 

16. Audit Requirements 

H ^ o n e • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly end describe requirements 

• Yes O f * ) 
18. Recommended Retention 

Retain for three (3) years, men screen annually and destroy any 

material no longer needed for current business. 

19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date 

7/20/17 

DGS 550-4 (Rev. 1«3) 



Instructions -Type or Print a separate form for each new 

or revised record series. Forward with Records 

Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

\ ^ OF 3 0 PAGE » P * OF 

1. Department/Agency 

Central Services/Risk Management 

2. Division 

Safety 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title Safety ~lC 

C. Hazardous and Toxic Substances Files (Maryland Occupational Safety and Health - MOSH) 

5. Earliest Year/Latest Year 

1977 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) Files 

contain information concerning manufacturers Safety Data Sheets (SDS), employers generated chemical lists with SDS attached and information distributed to 

employees to make them aware of where chemicals are used and protection to be used when working with these chemicals. 

7. Record Series Format(s) Ust all 

[ ^ L e t t e r Size • Microfilm 

• Legal Size • Computer Tape 

fj Audio T a p e • Floppy Disk 

Q Bound Book • Video Tape 

Q Other (specify) 

8. Record Series Sequence 

[|3^JphabeticBl 

N Numerical 

l~l Chronological 

(~) Geographical 

• Other (specify) 

9 . Volume 

4 

Number 

Drawer(e) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 

Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tapefs) 

B'other (specify) Folder 

1 1 . File is Used 

• Daily • Weekly • Monthly DB^nnually 

12. File Becomes Inactive After 

4 0 . 

Number • Month(e) 0 ^ e a r ( s ) 

13. Current Location's) (Bldg., Floor, Room) 

2660 Riva Road, 3 " Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes Btilo 

15. Access Restrictions (If Yes, cite Law(s) & Regulatlon(s) 

• Yes E'No 

16. Audit Requirements 

H'None • State • Federal • Independent 

17. Is an Index Systun' used? If yes, explain briefly and describe requirements 

• Yes D3No 
18. Recommended Retention 

Retain for forty (40) years then destroy. 

19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date 

7/20/17 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

PAGE OF 

1. Department/Agency 

Central Services/Risk Management 

2. Division 

Safety 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 1 

4. Record Series Title Safety -f]) 

D. Occupational Safety and Health Administration (OSHA) 

5. Earliest Year/Latest Year 

2012 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Files contain information on Safety Violations, personal injury, and general safety for Bureau of Labor Statistics (State and Federal agencies) 

7. Record Series Format(s) List all 

C ^ e t t e r S i z e • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

• Other (specify) 

6. Record Series Sequence 

QfAlphabetical 

• Numerical 

• Chronological 

Q Geographical 

• Other (specify) 

9. Volume 

6 

Number 

0 f He Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

Number 

H ^ H e Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

1 1 . File is Used 

• Daily • Weekly • Monthly H^Annually 

12. File Becomes Inactive After 

5 

Number • Month(s) H^Year(s) 

13. Current Locatton(s) (Bldg., Floor, Room) 

2660 Riva Road, 3 " Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes J3no 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes E?No 

16. Audi) Requirements 

Q 'None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes u7No 
18. Recommended Retention 

Retain for five (5) years then destroy 

19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date 

7/20/17 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

A M _ o F & 5 L 

1. Department/Agency 

Central Services/Risk Management 

2. Division 

Safety 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title Safety —j £" 

E. Maryland Occupational Safety Health (MOSH) 

5. Earliest Year/Latest Year 

2013 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Files contain information on safety violations, personal injury, and general safety for Bureau of Labor Statistics (State and Federal agencies) 

7. Record Series Format(s) Ust all 

DfJ^etterSIze • Microfilm 

• Legal Size O Computer Tape 

• Audio T a p e • Floppy Disk 

• Bound Book 0 video T a p e 

• Other (specify) 

8. Record Series Sequence 

^ A l p h a b e t i c a l 

• Numerical 

• Chronological 

l~l Geographical 

• Other (specify) 

9 . Volume 

Number 

Q 'Flie Drawees) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

I"! Other (annrJM 

7. Record Series Format(s) Ust all 

DfJ^etterSIze • Microfilm 

• Legal Size O Computer Tape 

• Audio T a p e • Floppy Disk 

• Bound Book 0 video T a p e 

• Other (specify) 

8. Record Series Sequence 

^ A l p h a b e t i c a l 

• Numerical 

• Chronological 

l~l Geographical 

• Other (specify) 

10. Annual Accumulation 

1 

Number 

B'Fi le Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

| ~ | Other fsoeclM 

1 1 . File is Used 

• Dally • Weekly • Monthly Q'Annually 

12. File Becomes Inactive After 

2 

Number • Month(s) P^Year(s) 

13. Current Locationfs) (Bldg., Floor, Room) 

2660 Riva Road, 3 " Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes Q f o 

15. Access Restrictions (If Yes, cite Law(s) S Regulation(s) 

• Yes GJfJo 
16. Audit Requirements 

B ^ l o n o • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly end describe requirements 

• Yes H ' N o 
18. Recommended Retention 

Retain for three (3) years then destroy . 

19. Name and Title of Preparer 

Helen Cosner, OSA II 

20. Telephone Number 

410-222-7630 

21. Date 

7/20/17 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 r 

Jessup, Maryland 20794 
410-789-1830 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 r 

Jessup, Maryland 20794 
410-789-1830 

PAGE \ OF S ^ 

. 1. Department/Agency 

Central Services/Risk Management 

2. Division 

Safety 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title Safety r 

F. Training Files 
5. Earliest Year/Latest Year 

1977 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Files contain attendance records, course descriptions and dates given. 

» 

7. Record Series Formatfs) List ell 

^ L e t t e r Size • Microfilm 

• Legal Size • Computer Tape 

• Audio T a p e • Floppy Disk 

• Bound Book • Video Tape 

n Other (soecifv) 

8. Record Series Sequence 

^ A l p h a b e t i c a l 

• Numerical 

• Chronological 

• Geographical 

Q Other (specify) 

9. Volume 

1 
Number 

H^File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

I - ) Other rfsoeelfvl 

7. Record Series Formatfs) List ell 

^ L e t t e r Size • Microfilm 

• Legal Size • Computer Tape 

• Audio T a p e • Floppy Disk 

• Bound Book • Video Tape 

n Other (soecifv) 

8. Record Series Sequence 

^ A l p h a b e t i c a l 

• Numerical 

• Chronological 

• Geographical 

Q Other (specify) 

10. Annual Accumulation 

1 
Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Cpmputer Tape(s) 

Hother (specify) Folder 

11. File Is Used 

• Daily • Weekly • Monthly Q^nnual ly 

12. File Becomes Inactive After 

1 
Number • Month(s) D3"Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

2660 Riva Road, 3* Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes B U o 

15. Access Restrictions (If Yes, cite Law(s) & Regulatran(s) 

• Yes B ' N o 

16. Audit Requirements 

B ' N o n e • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H ' N o 
18. Recommended Retention 17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H ' N o 

,-no longer needed for nirront hutinnss, 3 yeaSj ^Zfl^ogC^qhl • 
19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date ' / 

7/20/17 

OGS 550-4 (Rev. 1/93) 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.02 ' 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410)799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.02 ' 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410)799-1930 Page 16 of 20 

1 DEPARTMENT/AGENCY 
Central Services/ Risk Management 

2 DIVISION 
Insurance 

3 UNIT 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 
and disposition purposes 

4 ELECTRONIC RECORD SERIES TITLE 

§A Self Insurance Fund Committee 

5 EARLIEST YEAR/LATEST YEAR 

1977 TO Present 

6 INPUT - Identify source of information to be entered 

Agendas, committee meetings minutes, and 
correspondence. 

7 OUTPUT - Identify the use/s of information generated by system 

Supports legal and policy directives. 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

Self Insurance Fund Committee agenda, committee meetings minutes, and correspondence supporting legal and policy 
directives of the committee. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 

Accessed by Risk Management personnel 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Update as needed. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

Stored on network J:/ Drive 

12 RECOMMENDED RETENTION 

Permanent. Retain for 50 years, then transfer to the Maryland States Archives for permanent retention. If scanned, scan 
paper in accordance with Maryland State Archives standards, destroy paper and transfer images to the Maryland State 
Archives. 

13 TYPED OR PRINTED NAME OF 
PREPARER 

Nicole Liening 

14 TELEPHONE NUMBER 

410-222-1591 

15 DATE 

7/22/2019 

16 TITLE OF PREPARER 

Safety & Insurance Manager 

DGS 550-6 (rev. 10/12) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL. SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL. SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

W 20 
PAGE OF 

1. Department/Agency 
Central Services/ Risk Management 

2. Division 

Safety 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 5. Earliest Year/Latest Year 

Safety 1977 to Present 

F. Training Files 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Files contain attendance records, course descriptions and dates given 

7. Record Series Format(s) List all 

[3 Letter Size • Microfilm 

• Legal Size PJ Computer Tape 

I I Audio Tape • Floppy Disk 

PJ Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

£3 Alphabetical 

n Numerical 

n Chronological 

PJ Geographical 

n Other (specify) 

9. Volume 

_1 

£3 File Drawer(s) 

• Microfilm Reel(s) 

n Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

_1 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

f~l Computer Tape(s) 

H Other (speclfy)_Folder_ 

11. File is Used 

• Daily • W e e k l y • Monthly B Annually 

12. File Becomes Inactive ATter . 

_ 1 

Number • Month(s) H Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

2660 Riva Road, 3" Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes E| No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes H No 

16. Audit Requirements 

|3 None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Retain for three (3) years from class date. 

19. Name and Title of Preparer 

Nicole Liening 

20. Telephone Number 21. Date 

410-222-1591 4/1.0/19 

DGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (OGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (OGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE OF 

1. Department/Agency 

Central Services/Risk Management 

2. Division 

Insurance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title Self Insurance Fund 5. Earliest Year/Latest Year 

2010 to Present 

6. Record Series Description (Briefly describe the types of Information/documents/fonns found in the series. Include the purpose or function of the 

series Records related to the self-insuring functions of the division under the following titles. 

C. General Liability Files ^ 

7. Record Series Format(s) List ell 

rvjLetter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

[ ^ N u m e r i c a l 

• Chronological 

l~l Geographical 

• Other (specify) 

6. Volume 

2 

Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

Hither (specify) High Density Rolling File System 

10. Annual Accumulation 

200 

Number 

l~1 File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tepe(s) 

H'Omer (specify) Folders 

1 1 . File Is Used 

'pally • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

5 

Number • Month(s) Q ^ e a r f t ) 

13. Current Locat)on(s) (Bkfg., Floor, Room) 

2660 Riva Road, 3"1 Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes Q<No 

15. Access Restrictions (If Yes, cite Law(s) & Regulatlon(s) 

• Yes 0 N o 

16. Audit Requirements 

H"None • State • Federal • Independent 

17. Is en Index Systenvused? If yes, explain briefly and describe requirements 

• Yes Q̂ Jo 
18. Recommended Retention 

Open & Active - Retain until file can be placed in closed files. If minor, 

retain for five (5) years past 1801 birthday. 

Closed - Retain for five (5) years then destroy. 

19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date 

7/20/17 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-789-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-789-1930 

PAGE \ Q OF 

1. Department/Agency 

Central Services/Risk Management 

2. Division 

Insurance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title Self Insurance Fund 5. Earliest Year/Latest Year 

2010 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series Records related to the self-insuring functions of the division under the following titles. 

D. Automobile Liability and Comprehensive/Collision Files 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 

Ejutter Size • Microfilm • Alphabetical 

2 

Number 

• Legal Size Q Computer Tape BlJumerical • File Drawees) 

• Microfilm Reel(s) 

• Audio Tape • Floppy Disk l~l Chronological • Computer Tape(s) 

Bother (specify) High Density Rolling File System 

• Bound Book • Video Tape • Geographical 

10. Annual Accumulation 
• Other (specify) I"! Other (sDscifv) 200 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

D Computer Tape(s) 

Other (specify) Folders 

1 1 . File is Used 

B' f ja i ly • W e e k l y • Monthly • Annually 

12. File Becomes Inactive After 

5 

Number • Month(s) u ^ f e a r ( s ) 

13. Current Location(s) (Bldg., Floor, Room) 

2660 Riva Road. 3 r t Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes ShUo 

15. Access Restrictions (If Yes, cite Law(s) & Regulation's) 

• Yes Q r ^ o 

16. Audit Requirements 

B T N o n e • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes Gl^Jo 
18. Recommended Retention 

Open & Active - Retain until file can be placed in closed files. If minor, 

retain for five (5) years past 181" birthday. 

Closed - Retain for five (5) years after occurrence date then destroy. 

19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date 

7/20/17 

DGS SS0-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new,or revised record series. Forward 
• 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1830 

AGENCY RECORDS INVENTORY 

E J 2 0 _ 0 F 2 Q _ 

1. Department/Agency 

Central Services/Risk Management 
2. Division 

Insurance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title Self Insurance Fund ^ 5. Earliest Year/Latest Year 

2010 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series Records related to the self-insuring functions of the division under the following titles. 

E. Miscellaneous Claims - Contains claims against the County that are not contained in 7C & D. 

7. Record Series Formatfs) List ail 

r j^et terSize O Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

B. Record Series Sequence 

• Alphabetical 

B ^ u m e r i c a l 

O Chronological 

• Geographical 

• Other (specify) 

9. Volume 

i 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

O Computer Tape(s) 

Bother (specify) High Density Rollins File System 

10. Annual Accumulation 

100 

Number 

Q File Drawees) 

• Microfilm Rael(s) 

• Computer Tape(s) 

0 Other (specify) Folders 

1 1 . File is Used 

r/TJaily • Weekly • Monthly • Annually 

12. File 

5 

Number 

Inactive After 

• Month(s) rear 's) 

13. Current Location's) (Bldg., Floor, Room) 

2680 Riva Road, 3 " Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes B ' N o 

15. Access Restrictions. (If Yes, cite Law(s) & Regulation(s) 

• Yes 

nctaons( 

H ^ o 

16. Audit Requirements 

E f N o n e • S l a t e • Federal • Independent 

17. Is an Index Systenvused? If yes, explain briefly and describe requirements 

• Yes B ' N o 
18. Recommended Retention 

Maintain for five (5) years after occurrence date then destroy. 

19. Name and Title of Preparer 

Helen Cosner, OSAII 

20. Telephone Number 

410-222-7630 

21. Date 

7/20/17 

DGS 550-4 (Rev. 1/93) 

with Records Retention Schedule (DGS 550-1) 


